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litem No. Description Retention 

1. Capital Projects 

A. Capital projects f i l es include al l correspondence 
invoices, purchase orders and change orders, 
daily reports, proposals, contracts, progress 
meetings, etc. Files are kept from inception of 
project design through construction warranty 
period. Files contain information regarding pro
jects pertaining to Library System; Fire/Police; 
Recreation & Parks; Block Grant/Community Develop
ment; General County/Central Services; Department 
of the Aging, etc. 

Retain through warranty 
period, then destroy. 

2. 

3. 

B. Capital Projects w/problems f i les include al l 
specific projects which are experiencing 
construction problems that have not been 
resolved during the warranty period (which 
normally lasts for one year after project 
is completed.) 

Operating Transaction Records 

These f i l es include daily logs of a l l expenditures 
for Bureau, including change orders, etc. 

Program Management Files 

Al l information concerning consultants contracts 
with County. 

Contract Specifications 

Files contain al l contract specifications for 
capital projects. 

Retain f ive (5) years 
or unti l problem is 
resolved, then destroy. 

Retain three (3) years, 
then destroy. 

Retain three (3) years, 
after contract expires, 
then destroy. 

Retain permanently. 
Microfilm periodical ly , 
I Transfer to State 
lArchives periodical ly 
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